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FOREWORD 

The appendix of this order contains a current listing of all FAA headquarters internal recurring reports. The reports 
are listed in straight numeric sequence, and numerically by the office of primary interest. The catalog shows the 
title of the report, the format in which it is prepared, the makers and receivers, and the directive or document 
that prescribes the necessity for the report. 

The order also defines the kinds of reports contained in the catalog and the types of reports not included. 

Michael D. Sherwin 
Director of Management Systems 
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CHAPTER 1. GENERAL 

1-1 PURPOSE 

This catalog is issued by the Office of Management Sys- 
tems as an inventory of the Federal Aviation Adrninistra- 
tion (FAA) headquarters internal recurring reports. 

1-2 DISTRIBUTION 

The order is dismbuted to the division level in Washing- 
ton, and the branch level in the regions and centers, and 
limited distribution to field offices and facilities. 

CANCELLATION 

e. Interagency Report. A report required of a Gov- 
ernment agency by another Government agency. 

f. Issued Report. A report that is prepared and 
released by an organization from data available within its 
own office. This report is for information purposes only 
and does not require a reply. Issued reports are not cov- 
ered under the Reports Management System and therefore 
are not listed in this catalog. 

g. One-Time Report. Information collected one 
time as opposed to a recurring report. 

Order 1340.3P, Catalog of Recurring Reports for FAA 1-6 REPORTS COVERED 

Headquarters, dated December 31, 1987, is canceled. The catalog contains all FAA headquarters internal recur- 

1-4 EXPLANATION OF CHANGES 
ring reports assigned a reports identification symbol @IS) 
prior to February 1, 1990. 

a. The catalog has been updated to reflect changes, 
deletions, and additions since December 1987. 1-7 REPORTS NOT COVERED 

b. Due to reorganizations, the office of primary 
interest for many reports has changed. 

c. The reports identification symbol (RIS) numbering 
system has been changed. The new system eliminates the 
office designator and starts only with the letters RIS. The 
new RIS numbering system will be set up like this: RISI 
four digit subject classification code/sequential number. A 
sample would be RIS: 8320-21. 

d. The layout of the catalog has been changed. The 
reports will be listed in Part I in straight numerical 
sequence, and in Part I1 by OPI. 

1-5 DEFINITIONS 

a. Report. Data or information collected by one 
organization from another to be used in determining pol- 
icy; planning, controlling, and evaluating operations and 
performance; making administrative determinations; 
establishing and maintaining official records; or preparing 
other reports. The data or information may be in nar- 
rative, statistical, graphic, or any other form and may be 
displayed on paper, magnetic tape, or other media. 

b. Recurring Report. Any information collection 
activity conducted and submitted at regular intervals or 
upon the occurrence and recurrence of events with speci- 
fied characteristics (e.g., "as required" reports). 

c. Washington Headquarters Report. An informa- 
tion collection activity initiated by the offices or services. 

d. Reports Identification Symbol (RIS). A group 
of letters and numbers which identifies an approved 
internal recurring report. 

Certain types of reports do not require clearance under 
the Reports Management System and, thus, are not 
included in the order. Reports not covered include: 

a. Documentary, scientific, or research and develop- 
ment reports on a particular scientific problem or program 
are not covered unless such reports solicit information 
from the public. If information is gathered from the pub- 
lic, that information collection (report) is subject to the 
provisions of the Paperwork Reduction Act of 1980 and 
requires OMB approval. However, it is not included in 
this catalog. 

b. Individual reports from people designated to con- 
duct management studies and surveys. 

c. Project reports and status reports prepared by a 
branch or division to the service director in headquarters. 

d. Formal reports of findings, recommendations, or 
actions prepared by ad hoc committees, survey teams, or 
boards appointed to inquire into and report on a special 
matter. 

e. Issued reports. 
f. One-time reports. 

1-8 DESCRIPTION OF CATALOG 

The catalog is appendix 1 to this order. The detailed por- 
tion of the catalog includes the following parts: 

a. Part I, FAA Headquarters Recumng Reports- 
Internal, in straight numeric sequence. 

b. Part 11, FAA Headquarters Recurring Report- 
Internal, Numerically by OPI. In the listing by OPI, the 
offices and services will be listed alphabetically and the 
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reports will be listed sequentially within each office or 
service. Any report identification symbol flagged by an 
asterisk indicates that it is one of a related system of 
reports. A report so flagged may be found in Part IV(a), 
Cross-Reference to related Reports, which shows the 
other reports related to it. 

c. Part I11 lists reports required by other Government 
agencies and other external offices. 

d. Part IV contains the following listings: 
(a) Cross-Reference to Related Reports 

(b) Reports Added Since Last Issue 
(c) Reports Deleted Since Last Issue 

1-9 ABBREVIATIONS 

Abbreviations shown for reporting frequency are: 
A Annually 

M Monthly 

AR As required or irregular 
Q Quarterly 

BE Biennially 

SA Semiannually 
BM Bimonthly 
TY Three timzs a year 
BW Biweekly 
D Daily 

TE Triennially 

W Weekly 

1-10 ACTIONS TO BE TAKEN 

a. Only those reports which have been assigned an 
RIS are approved internal reports. If an organization 
receives a request for information which should be 
included in the reports system according to FAA Order 
1340.1C, Reports Management System, but does not have 
an RIS, that organization does not have to respond to that 
request and should, instead, notify the originating office 
and AMS-410 of the violation. 

b. Each office and service should check the catalog 
for the FAA reports originating in its office. Any correc- 
tions should be forwarded to the Office of Management 
Systems (Attention: AMS-410) to maintain a current list- 
ing of reports for future updates. 

c. Offices and services should continually review their 
respective reports using the agency standards for reports 
evaluation shown in Order 1340.1C, Reports Management 
System. Emphasis should be given to those reports 
required from the regions, centers, and field offices. 
Reports which are not essential for headquarters organiza- 
tions to carry out their staff function should be canceled. 
Repomng frequency is another area which should be sub- 
ject to critical review. Appropriate action by offices and 
services is essential to minimize the cost and person- 
hours devoted in the field and Washington to prepare and 
process reports, and to ensure that information actually 
needed is obtained in the most effective and economical 
manner. 

d. The regions and field offices should review the 
catalog and make note of all reporting requirements for 
which they are responsible to respond. 

Par 1-9 



PART I - FAA HEADQUAETERS RECURRING REPORTS - INTEPNAL APPENDIX 1 
Page 1 

RIS 1000-1 * FAA Input to DOT Annual Format A APA-110 1200.8C WO/ s APA-110, 1-30 0000740 00000 
Report to the President 

Internal Control Compliance Format A 
Statement 

Ex Dir AOA-1 
All , 
ASF-1 
APA-1, 
AGC-1, 
ACR-1, 
AGI-1 

RIS 1000-8 P i a k  Assessment Format 
(Minimal- every 5 years) 

Off ices, AMS-550 
Services, 
Regions, 
Centers 

RIS 1000-9 Intsrnal Control Review/ Format AR 
.<lt*rnate Internal Control 
F * y r l - . r . r  

RIS 10OC)-1') 

RIS 1000-1, 

RIS 1000-13 

Pr+c=m~laint Counseling FAA 1000-18 M 
ilcnthly Feport 

WXY Z ACR-1, XYZ 73440 
CR-Offices 

.<~?nual Feport on Accounting 
57s tern t:ornpliance 

Acc Offs. AAA-400 0004120 00000 
WXYZ 

Corrsctive Action Status Format AR 
coordina- 
tors in 
O/S/R/C 

RIS 1050-1 Frevention, Control, and Narrative BE 
Abatement of Environmental 
Follution at FAA Facilities 

AEE-120 1050.10A 
OMB A-106 

RIS 1050-4 Regions AEE-110 0000000 00000 Und+rgrnund Storage Tanks Format A 
at F.3. Facilities 

Regions AEE-20 0000000 00000 

FAF-2/3 ASM-210 0000291 00000 

RIS 1050-5 

RIS 1100-1 

9,-B In-ientory Record Format A 

kirwalr Facilities 
Organization Chart 

Format A 

RI3 1110-1 ' '.Committee Management Report Format A AMS-530 1110.30B W AMS-530, S-10 0000400 00000 

RIS 1110-2 Annual Geport cf Federal Format A AMS-530 1110.30B ATO-20, AMS-530, S-10 0000082 00000 
Advisory Committees Para 43a ATO-300 

AES-3 
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PART I - FAA HEADQUARTERS RECURRING REPGF.TS - INTEFNAL APPENDIX 1 
P a g e  3 

SYMBOL TITLE MEDIUM ERE O P I  DIRECTIVE MAKERS RECE1VEF.S M-ARS DOLLAR .................................................................................................................................... 

E n r o u t e  F a c i l i t y  T r a f f i c  
S t a t i s t i c s  

ICAO A AIA-220 ICAG 
E / P I / 4 0 0 0  A r t i c l e  5 4  

AMS-220 ICAO 0 0 0 0 0 5 7  
AIA-320 

P.IS 1 3 1 0 - 1  

R I S  1 3 2 0 - 1  

R I S  1 3 2 0 - 5  

R I S  1 3 2 0 - 6  

R I S  1 3 2 0 - 7  

D i r e c t i v e s  I s s u a n c e  R e c o r d  WXZYE WXZYE 0 0 0 0 8 8 0  

D i r e c t i v e  R e v a l i d a t i o n  
F.eview 

F o r m a t  BE AMS-420 1320.117 

E v a l u a t i o n  R e p o r t  o n  A c t i o n  
N o t i c e  T r i a l  I s s u a n c e  P l a n  

F o r m  M AMS-420 N 1 3 2 0 . 1 0 7  

FAA F o r m ,  AR APR-110 1 3 2 0 . 5 3  
1 3 2 0 - 2 0  

DM0 i n  HQ O P I  f o r  t h e  0 0 0 0 0 0 0  
specif ic  
direct ive 

AC-300 AMS-400 0 0 0 0 0 5 0  
AC-400 

R I S  1 3 3 0 - 1  

F.IS 1 3 4 0 - 3  

R I S  1 3 4 0 - 4  

R I S  1 7 5 0 - 3  

R I S  1 3 7 0 - 1 4  

R I S  1 3 7 0 - 2 2  

ADP & F o r m a t  A AMS-410 L t r ,  MS-100 
7 / 2 9 / 6 9  

E: tcess  F o r m s  R e p o r t  - I n a c -  
t i v e  a n d  O v e r s t o c k e d  F o r m s  

A n n u a l  I n f o r m a t i o n  C o l l e c t i o n  
Budget ( I C E )  f o r  OMB 

F o r m a t  A AMS-410 1 3 4 0 . 1 A  

Update of I n t e r n a l  R e c u r r i n g  
F . a p o r t s  C a t a l o g  

F o r m a t  A AMS-410 1 3 4 0 . 1 A  

k V i t a l  R e c o r d s  P r o t e c t i o n  
S t a t u s  R e p o r t  

FAA 1 3 5 0 - 1 5  A AMS-410 1 3 5 0 . 1 4 A  

L e a s e / P u r c h a s e  A n a l y s i s  
F . e p o r t  

ADP AR AMS-300 4 4 0 0 . 1 8  

S y s t e m s  I n v e n t o r y  D i r e c t o r y  ADP SA AMS-300 1 3 7 0 . 2 0 D  
P a r a .  7 b  

O/S/R/C AMS-320 0 0 0 4 8 0 0  
L o c a l  S I D  
M a n a g e r s  

RC AAM-1 
F l t  S u r g .  

F F S  1 , 2 , 7  AMS-560 

R I S  1 3 8 0 - 1  

R I S  1 3 8 0 - 2 3  

R I S  1 3 8 0 - 2 4  

F l i g h t  S u r g e o n  A c t i v i t y  
F . e p o r t  

ACDO, GADO, FSDO S t a f f i n g  
S t a n d a r d s  R e p o r t  

O f f l i n e  A i r c r a f t  M a n a g e m e n t  
E r o g r a m  

FAA 1 3 8 0 - 9  M AAM-600 9 0 0 0 . 1 B  

FAA F o r m  A AMS-560 1 3 8 0 . 2 8 B  
1 3 8 0 - 1 2 6  

T a p e  M AMS-560 1 3 8 0 . 3 3 C  2 0  C o n u s  AMS-560 
ARTCC1 s 

R I S  1 5 0 0 - 1  * F i r s t  C l a s s  A i r  Accommoda- N a r r a t i v e  SA AAA-500 1 5 0 0 . 1 4 A  WXYZ-1 AAA-500 
t i o n s  F . e p o r t  

R I S  1 6 0 0 - 9  Work A s s i g n m e n t  FAA 1 6 0 0 - 4 6  AR ACS-300 1 6 0 0 . 2 0  W, X, Y, Z ACS-300 
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